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Print a QPA Release

With PeopleSoft Purchasing, you can dispatch and print your Quantity Purchase Order Releases (Release)
individually or in volume. You can dispatch them from the online pages or through a run control page. A Release must
have a status of Approved or Dispatched and have passed the Commitment Control budget check to be eligible for
dispatch. The PO Dispatch/Print process contains business process logic and is responsible for retrieving data from
the database, constructing purchase orders, and sending the output files to the proper locations.

When you run the Release Dispatch/Print report (SOIPO025) from the Purchase Orders Print page, a hard copy of the
PO prints, but the POs are not dispatched. You are responsible for printing the current Terms & Conditions on
the reverse side of every page of the QPA Release dispatched.

Additional help in PeopleBooks: PeopleSoft 8.4 Purchasing PeopleBook Dispatching and printing purchase orders >
Dispatching purchase orders

Step Directions

A. Navigation and Search 1. Navigation: Purchasing > Purchase Orders >
Dispatch PO
2. Search: Select or add a run control

] Dispatch POs - Microsoft Internet Explorer Q@ng
e
U

Fle Edt View Favortes Tools Help

@ Back ~ M & @ P search Favorites @ Media  £2 -8 3 oo
adress | (] hetps: famis. state. in.us ps84{pspiFsprd{EMPLOYEE JERRjeMANAGE_PURCHASE_ORDERS.PO_DISPATC v | B Go  Links
PeopleSoft.

1=

Mew Window | Heln

Dispatch Purchase Orders
Enter any information you have and click Search. Leave flelds hlank far a list of all walues.

Find an Existing Value

Run Control ID:| begins with +

[case Sensitive

Search Clear | Basic Search g Save Search Crileria

Search Results

Find an Existing Value | Add a New Value

& Done S @ Internet
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Print a QPA Release

Step

Directions

B. Select the Purchase Order(s) to print

2 Dispatch POs - Micresoft Internet Cxplorer B
Bl ESl Yew Foordes Took e i

O bak - [ @ fn S semih U Favores @ veda £ 3= G O3 26 3

aidvess | ) Phlgss i state s e Sl sprd [EMPLOYEE JERP/JMANAGE_PURCHASE_ORDERS.PO_DISPATCH,GEL B wk”

PeopleSoft.

1 Select the release(s) to be printed by filling in one or
more of the fields on the Dispatch Purchase Orders
page.

a) Business Unit — fill in the purchasing business
unit
b) PO ID —fill in or select the Purchase Order you

o

Process Scheduler Request

Usen ID: JWELSH Run Controd I0: run

Server Name: PENT ¥ fum Date: 101477003 Bl
Recurrence: v ponTime  9SE26PM st o Currrit DralifTiere
Tima Zona: S
Process List
Seluct |Dascrivlion Procoss Hame Brogess Type Tme “Foamal
[ indiana PO DispatchiPrivd POPOONS 20R Rupart weh v | PDF | EH
[ indlsna GPARelease S0IPGO2S SOR Repart wen  w|[por v I8
ik Cancel
8 E

s resesse want to dispatch
e Mt B ol | c) From & through date — fill in if you want to print
I multiple requisitions for one business unit
ey ] | mp | d) Buyer —fill in if you want to print POs from one
:::;ﬂmm: @ A gt Purchase Grger Dispatch Mathods to Inclide Buyer
P— a MNME o il e 2 Miscellaneous options
ke 4 p—— a) Chartfields — valid, invalid, or both
- CLOEED b) Change Orders — original, change orders only, or
e 21 Teugen | () s both original and changes
rox Cover Papes Q e cnor c) Print only changed information
d) Print the item description for items (not ordered
by description).
e) Test the dispatch to print but not dispatch the
PO.
f)  Print duplicate — prints the word Duplicate on the
PO
g) Print copy — prints several copies of the PO
3 Click the yellow RUN button
& state in, EERP]</MANAGE_PURCHASE_ORDERS, FO_DISPATE S P irrerat
C. Request the print 1 Select the Indiana QPA Release process to run.
3 Dispateh POs - Microsoft Internet Explorer 5 2 Select the output type —Web
;mm o na Nre— == “| |3 Selectthe format — PDF
st [ sl o VA FURCHAGE_RDERS,PO_DIPATOH 2L 8« - | 3. Click OK to start the requested process(es)
eopleSoft. — 4. It may take several minutes to generate the RFQ

documents. You may use the Report Manager OR
Process Monitor to view the documents when they
are ready.

5. If no documents generate check that you had the
correct statuses marked; or include all statuses if you
are printing a specific requisition.
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Sample QPA Release

QUANTITY PURCHASE
AWARD RELEASE
Issued by State of Indiana

INTERSFPEC INC
1847 STOUT FIELD WEST DR
INDIAMARPOLIS 1N 46241

Name & Address

of Vendor: INTERSPEC INC
1247 STOUT FIELD WEST DR
INDIANAPOLIS N 45241

Ship To:  Indiana jE:pt of Administration
Facilities Managemeant

302 W. Washington 5t. Rm ED24
Indianapolis 1M 45204

Bty SR fmbar | )

F.0.B. DESTIMATION unless olbarvise & laled baksw

Print a QPA Release

[This page nsmisi Miviad miardsiat of g Fesau sl o8 nombar Cata|menth, day, pear)
1 o 2 0000000061 /D23-
F 240658
Foayoi e dealvary data IPuicT i T L bai
OBM 32002 02505008
IZFA nusber R4 Exsiration Fusd § Obsgact | Castar
00000009218 | 0SM4/2003 1000 /542300 739035
033027
Fatinrad 108 of Winder
131620594 garey sumber
&1
Fepoing Code Facity
[Ehmck box IHVCECE IRFORMATION

Pt imveice necevad, (moni®/dayfyear

[pondatEen mis reoavad dae [montudagipearn)

fsatistaction ke imonisidaytysar

rileiial coniract Wims and condioes salfed

Examps |ntargovsmmantal
Fursuant o 10 5A7-6-25

|Zoad Falh D

(Dpiike porszant 10 1C 4-15.2-20 and 5:11-10-3)

CONTRACT TERMWS

| Coniract tems and condifons ane siaied on he meeerse side of ihs documan

HOTICE: Ho prici coriecbon will be permited aflel bsuasce of B paichase ulﬂll | Coniract \eims and condinss are Saled n @ s perale ool

GRA [SUANTITY GUANTITY

tem  |SADERED it |recEwEs | ARTICLE and DESCRIPTION UNIT PRICE AMOUNT

o,

1 44.000 DLﬁ Cirywall Pane's wih Stardust Masonery, 24" 2 87 x 35,1500 1,546.60

FE”

Contract |0 000000000000 000000000E212
Coniract Line: 1 Release: 0

2 10. 200 0[ER IGL Ceifing Runner {1000} 10 length. 12,4400 124.480
Contract 1D 000000000000 0000000008213
Contract Line: 2 Release: 0

k] 10.0000[ER IGL Floor Track {1050) 2.1000 81.00
Contract 1D 000000000000 0000000008213
Contract Line: 3 Release: 0

B 10. 000 0[ER IGL Ceiling Trim (2000) 10° lemgth. E. 8500 58.E0
Contract ID 000000000000 0000000008213
Coniract Line: Release: 0

= 10. 200 0[ER IGL Stesd Batten (2080) 8 57 length. 1.2500 42.50
Contract [T DD0C0DDO000D0000D000DE213
Contract Line: g Release: 0

1o 16.0000[ER [GL Batten Cover (1120 & length, Calor Gray. 2.7400 43.84
Contract I 000000000000 0000D000DE212
Contract Line: 0 Release: 0

11 10. 000 0[ER IGL Base "J" Hook (2320 )10 length. 4.6500 46.60
Contract 1D O0000D00000D0000000008213
Coniract Line: 1 Release: 0

12 11. 200 0[ER IGL Base (2300) 8 length, Color Black. 5.7100 1096.81
Contract 1D DD0C0DDO000D0000D000DE213
Contract Line: 12 Release:

13 3. 0000[ER IGL Comer Batien (2400) & length, Color Gray. T.2900 21.87
Contract 1D 000000000000 0000D000DE212
Contract Line: 13 Release: 0

15 1.000 u:urm Fanel Set Up Chargs 190, 0009 100,00

Signaaurs of Head ol Agency Type Bisrmn

FUHDNE ERCUNMBERED BY THE AUMTCOR OF STATE
1 carily the Ssre In walPoier! unencuant=red balares In the it amoue o caver the

Dwis Sgnad

mreaml ol Bis crder, arad sl funds ave bean ssi asids o paymand tharsal

hoed Iy P ocureme Dieslan
Proocuramand Division

Ireliangsals, Inclana 40204
Tulsphona: {17 313.1081

Irediana Duparimend ol Afminbirstian

27 Vel Washingion Sresi, Mm YD

uaitorized Sigrahus, Audioe of Sals [t gt M Dy Y}

COMMAMATION OF RECOPT

ROCUISTG AGEHC Y3 CERTIFICATION OF RECE

PTAND COMPLIANIT

AFPROWAL FOR PAYMINT

sl whosd o pase delscis, secapd oy cibersine neisd

1 carified the e Hemis Ueind Below wers recsiveel &)1 commedilsn appearsd (o comlerm io specflcrfions

Signars of Recarer Teped ! privdad rarme

Dhs S8 prose] Mt g )

Auitorized signaurs for Agsncy

1 carified that S8 vendor has garformsd In sccordancs with the tenma and confrect o bigeions perisining o
ihis Purchass Order ard hersby meharies and o of

Hies cldma

Tepsel! prinind mama

Doal Sh pressdB orth Doy Fuary
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